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Research projects, student assignments, the bachelor thesis, and the master thesis are major 

steps in academic education. Their completion requires a wide spectrum of new skills and 

professional interaction with academic supervisors and advisors. Specific challenges arise as the 

time spent with supervisors and other experienced academics is limited and the educational and 

cultural background of the students is diverse. This document lists the quality standards for 

research and thesis work conducted in the industrial ecology group. It explains the requirements 

for becoming a student in the group. It shall help students and becoming researchers to 

understand what is expected of them and what role their supervisors and advisors play in their 

work. This document complements the official study and exam regulations of the respective 

study programs. 
 

Content: 

+ Good scientific practice in the industrial ecology group in Freiburg 

+ How to get assigned a thesis topic in the industrial ecology group 

+ Research questions and method choice 

+ The roles of student and supervisor 

+ How does the supervision work? 

+ Formal requirements and assessment criteria for MSc theses and written assignments 

+ How to document the use of large language models for research and writing 

+ The industrial ecology scientific writing quick fix table 

+ Guidelines for email communication 

+ Further reading 

                                                 
1 For feedback and questions, please contact stefan.pauliuk@indecol.uni-freiburg.de  

http://www.indecol.uni-freiburg.de/
https://www.uni-freiburg.de/enr-indecol
mailto:stefan.pauliuk@indecol.uni-freiburg.de
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Good scientific practice in the industrial ecology group in 

Freiburg 
 

The University of Freiburg has issued guidelines and regulations for good scientific 

practice, which apply to everybody working in the industrial ecology group. 

https://uni-freiburg.de/forschung/redlichkeit-in-der-wissenschaft/  

 

Next to the general rules of good scientific conduct the following guidelines apply for 

Industrial Ecology Research in general: 

https://www.industrialecology.uni-

freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf 

This material also contains recommendation about the report/thesis structure and the 

writing style, and is considered mandatory reading for all thesis students in the industrial 

ecology group. 

 

In particular: 

 

All researchers and students in the industrial ecology group develop a professional 

workflow including regular backups, archiving of results, and dissemination of finished 

work. Ongoing work needs regular backups, at least once a week. Finished projects, 

including MSc theses, BSc theses, and project assignments need to be archived in 

electronic form on the group’s internal repository, their online publication is voluntary. 

The archived data and procedures shall be comprehensive so as to allow the research 

staff and future students to trace the data to their original source and to replicate the 

analysis.  

 

All raw data, software scripts, and other models (incl. Excel files) that were part of the work 

need to be archived. MSc and BSc students must make an effort to make the archived 

material useful for others, e.g., by providing written explanations for how to use the 

material. If work done by the student gets re-used by others of the group, proper credit 

needs to be given.  

 

In principle, it’s OK to use automated text generation tools based on large language 

models, such as ChatGTP, as long as their use is properly documented. Please see the 

section “How to document the use of machine learning tools for research and writing” for 

details. 

 

https://uni-freiburg.de/forschung/redlichkeit-in-der-wissenschaft/
https://www.industrialecology.uni-freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf
https://www.industrialecology.uni-freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf
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Research group infrastructure and exchange formats: Information for researchers 

 

Meetings and seminars: Regular individual advisory meetings are the key scientific 

exchange between researchers of different levels of experience. The meeting frequency 

varies, and there are typically more meetings when new projects start or (doctoral) 

research proposals are being developed. Also, there are regular group meetings, and 

each researcher is expected to present and discuss her work in the group meeting at 

least three times per year. Members of the group organize research seminars on a 

regular basis. 

 

Research infrastructure: The group hosts substantial research infrastructure that is 

available to all colleagues in the group and where all are expected to contribute to. Our 

research infrastructure includes: 

• The data, result, literature, and organizational material folders on our group’s 

shared network drive (login details will be shared with all new colleagues) 

• Calendar (link will be shared via email with new colleagues) 

• Equipment booking table (mostly for teaching) 

• Issue tracker on GitHub (link will be sent separately) 

• The group’s Wiki on the shared network drive 

 

Documentation: As part of good scientific practice, all researchers are obliged to archive 

their work and to supply the group with relevant information. This includes: 

• Keep the group’s calendar up to date 

• Archive raw data and other data that are input to your research 

• Archive intermediate research material and all completed research projects on 

the group’s shared network drive (see policy document in the main folder) 

• Archive all teaching material on the on group’s shared network drive 

• Archive central conference/seminar presentations on the group’s shared network 

drive 
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How to get assigned a thesis topic in the industrial ecology 

group 

 
We expect all MSc thesis candidates who wish to write their thesis in the industrial ecology 

group to participate in at least one of our master-level classes, before starting their thesis 

work in the industrial ecology group with either Stefan Pauliuk or Johan Vélez as their main 

advisor. MSc UmWi-SAT students must have completed the project module. 

To enable high quality research, all project, BSc and MSc thesis topics need to fit to the 

group members’ expertise. Project and thesis topics can be either defined by more senior 

researchers (default) or be self-chosen (in justified cases). 
 

Pre-defined topics: These topics have been carefully chosen to enable students to 

contribute to cutting edge and relevant research. High quality work on these topics can 

sometimes lead to a peer-reviewed publication afterwards. A list of current thesis topics 

with detailed descriptions is distributed via ILIAS:   

https://ilias.uni-freiburg.de/ilias.php?baseClass=ilrepositorygui&ref_id=3626789  

If you are interested, contact stefan.pauliuk@indecol.uni-freiburg.de or the other group 

members as indicated in the different topic descriptions. Please attach your grades and 

list previous topic-related experience (relevant courses or practical training). 
 

Self-defined topics: We also offer the possibility to define a self-chosen topic in dialogue 

with the future supervisor. This pathway to the thesis requires special engagement, the 

capability to autonomously scope the topic after studying the literature, and the 

involvement of external experts on the topic.  

If you are interested in a specific topic of your own interest, please apply by sending an 

email to stefan.pauliuk@indecol.uni-freiburg.de. Applicants please attach your grades 

and list previous topic-related experience (relevant courses). Most importantly, you need 

to prepare a detailed description of the topic of interest including an overview of the 

literature, goal and scope, and choice of methods (1500-2000 words). I reserve the right 

to reject a proposal if I get the impression that the student may not have the required 

competence, that the work proposed is too difficult, or if there isn’t enough overlap with 

my own competence. If in doubt, contact me beforehand.  
 

We decline requests for thesis supervision once we have reached our capacity of how 

many students and topics we can handle in a given year.  

Moreover, our group members do in general not act as main supervisor of theses carried 

out at other universities or research institutions, including non-university institutes such 

as Fraunhofer Institutes, because they have own people with supervision rights. A role as 

second reviewer is possible, though.                                                             

https://ilias.uni-freiburg.de/ilias.php?baseClass=ilrepositorygui&ref_id=3626789
mailto:stefan.pauliuk@indecol.uni-freiburg.de
mailto:stefan.pauliuk@indecol.uni-freiburg.de
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Research questions and method choice 
This section contains specific guidelines for carrying out thesis-related research in 

industrial ecology. See https://www.industrialecology.uni-

freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf for more general 

guidelines. This material also contains recommendation about the report/thesis structure 

and the writing style, and is considered mandatory reading for all thesis students in the 

industrial ecology group. 

 

Which literature to use: 

The available amount of relevant literature is huge and very diverse. Students need to be 

able to find, read and assess, store, select, and cite the relevant literature. All literature 

used needs to be assessed critically. Students need to be aware of the difference 

between peer-reviewed and non-peer-reviewed reports. Not that some reports, like the 

IPCC Assessment Reports or the major reports of the IEA are also peer-reviewed. Guides 

for literature search are listed at the end of this document under ‘Further reading’. 

The standard journals of the field include: Journal of Industrial Ecology, Environmental 

Science and Technology, International Journal of LCA, Journal of Cleaner Production, 

Global Environmental Change, Environmental Research Letters, Ecological Economics, 

Resources, Conservation, and Recycling. 

 

Formulation of research questions, scope: 

As a result of the literature review, a research gap shall be identified and one or more 

research question(s) to fill that gap shall be posed. The research question(s) can be a bit 

general, and in a second step, the students defines the scope of the work by narrowing 

down the topic or by specifying for which special cases the research question shall be 

answered. The sequence gap-questions-scope is the central part of the framing of a 

research project and needs to be dealt with great care. 

 

The thesis supervisor will give advice on research gap, question, and scope, but since the 

array of possible questions and the literature is very broad, the student needs to make an 

own effort to justify his or her choice based on the literature review and data availability. 

 

Choice of methods: 

If a topic involves quantitative environmental systems analysis, the established 

quantitative methods of industrial ecology (material flow analysis, input-output analysis, 

and life cycle assessment) need to be used.  

 

 

 

https://www.industrialecology.uni-freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf
https://www.industrialecology.uni-freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf
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The roles of student and supervisor 
 

In this section I describe my understanding of the roles of student and supervisor during 

the thesis/project work and explain the different supervision steps. 

 

The role of the student: A thesis or project is an independent piece of work according to 

scientific standards. The student is responsible for monitoring the progress of the work, 

for her or his own motivation, for finding a second referee (Zweitgutachter), and for 

keeping up to date with the different deadlines and regulations. Taking responsibility for 

one’s thesis or project means to own your work and its intellectual framing, to hold your 

views and decisions as your own, and to be in charge of the whole process. Being in 

charge is especially important, and as the person responsible for your project or thesis, 

you are responsible for all the different steps, including the reflection about what to do 

and why and how, the actual work and its documentation, and the process of seeking 

feedback from the supervisor and others. Being in charge also means to carry the 

decisions made during the different steps, which are often strongly influenced by the 

supervisor because of his or her longer experience.  

All students who write their thesis are responsible for finding a second reviewer 

(‘Zweitgutachter’). 

Last but not least, students are responsible for making good use of the time the 

supervisor dedicates for the thesis or project topic, by preparing well for each meeting, 

by communicating which input is needed, and by preparing the minutes of each meeting. 

 

The role of the supervisor and the time schedule of MSc and BSc thesis work: 

 

During the thesis and project period, the role of the supervisor is not to be a ‘boss’ but to 

be an advisor offering guidance through the work. The supervisor makes an effort to 

understand the state of the student’s work and the pending problems and he offers 

solutions, further ideas, literature sources, and technical advice. Interaction between 

supervisor and students happens in meetings as described below.  
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How does the supervision work? 

 

My goal is to offer professional assistance during the thesis time and to treat all 

candidates in a fair manner with a reasonable amount of time dedicated to each student.  

 

Our exam regulations distinguish between thesis advisors and referees. The first referee 

(the person reviewing and grading your thesis) is by definition also your thesis advisor. 

The second reviewer does not have such formal duties, and it is up to them how much 

they want to become engaged in the supervision of the work. In practice, there is not 

much involvement of the second referees in the actual thesis work. Please check 

beforehand what you can expect from your second referee.  

 

1) Mandatory thesis proposal 

Before starting, all thesis candidates must prepare a written thesis proposal of typically 4-

6 pages that covers the following points: the topic of the thesis and why it is important, a 

survey of the core relevant literature and the identification of the research gaps, 

formulation of research questions (goal), specification of the scope of the work and the 

choice of methods and required data, an overview of the expected results, and a 

reference list. The proposal is revised at least once after feedback from the advisor. After 

the proposal is accepted, you can register your thesis at any time, i.e., right away or 1, or 

2, or 6, or 9 months later. The start date of your thesis is up to you. After the proposal is 

accepted and the thesis supervision agreement is signed, an individual kickoff meeting 

marks the start of the thesis. Note that MSc UmWi-SAT students must have completed 

the project module before our group members will formally agree to serve as thesis 

advisor or second reviewer. 

 

2) Supervision during the working period  

 

Work carried out in the industrial ecology group: 

Thesis work carried out within the group is structured as alternation of group meetings in 

the student research seminar and individual meetings (Figure 1).  The student research 

seminars are an offer to all thesis students.  

 

For the first thesis seminar, I recommend to all candidates to prepare a 10-15 min talk 

and presents their research proposal, followed by a 15 min discussion. During the 

subsequent seminars, the candidates may report their progress and will receive feedback 

from the entire group (Figure 1). Each candidate has up to 30 min at their disposal. 
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Figure 1: Thesis and project timelines in the industrial ecology group. During the semester break, there are 
no research seminars. Individual meetings can be held via Zoom. Both MSc and BSc theses can start at any 
time. 

 

 

Theses for which our group members act as the second independent referee: 

Students for which the qualified group members of the industrial ecology group 

(currently Prof. Pauliuk and Dr. Vélez) have agreed to serve as second thesis reviewer can 

expect the following: 

• We from the industrial ecology group are happy to provide the independent 

second review of the theses, but without being involved in the supervision of the 

work. 

• MSc UmWi-SAT students must have completed the project module. 

• Before we decide to accept a thesis for second independent review, we need to 

see a 4-5 pages research outline (problem setting, research overview and gap, 

research questions, methods and data, expected results, reference list) to judge 

the quality of the work proposed and see whether it matches our expertise. 

• Students are invited once to present their work in our group’s thesis seminar to 

present and discuss their work with their second reviewer, their fellow students, 

and the thesis students of the industrial ecology group.  

 

The finalization period 

Candidates should schedule at least one month for writing the thesis.  

I offer to proof-read one chapter of your choice of the thesis prior to submission, but may 

not be able to do so on short notice. 

 

Choice of language and timing:  

Theses and projects can be carried out in English or German. The thesis candidate 

seminar has an English and a German part. 
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Once the thesis proposal is accepted, any start date is possible for MSc and BSc theses. 

Theses and project reports are graded within six weeks after submission and the grade is 

submitted to the exam office. 

 

Master and Bachelor thesis archive 

Once you sign up for the SAT research project or for your master thesis in our group, 

you’ll get access to the group’s archive of previous master thesis, database, and 

standards under 

https://www.industrialecology.uni-freiburg.de/internal_login    
 

https://www.industrialecology.uni-freiburg.de/internal_login
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Formal requirements and assessment criteria for MSc/BSc 

theses and written assignments 

 
Next to the formal requirements for project reports, BSc theses, and MSc theses stated in the 

study regulations of the respective programs, some additional requirements are posed. 

 

+ Length restriction: The following restrictions of page numbers for the main thesis/report body 

apply for all theses and project reports with SP as main advisor: 

 

 Project reports/term papers:   20 pages, 

 BSc theses:     30 pages, 

 MSc theses:     50 pages. 

 

These pages limits exclude cover pages and references. Annexes and appendices (no 

length restriction applies) may be attached to provide full documentation of the work 

conducted. These will be checked during the grading as well, in particular, if the 

documentation in the main report is not clear enough or if doubts arise. Erroneous and 

incomplete supplementary material may lead to lower grades. 

 

+ References and citation style: All references cited need to be official documents that can be 

attributed to individual authors and organizations. That excludes the Wikipedia and 

similar sources. The Wikipedia can of course be used during research, but all information 

provided there needs to be traced back to the original literature sources. There is no 

prescribed citation style, but the style chosen needs to be one of the recognized official 

ones. An overview can be found here: https://www.citethisforme.com/guides  

 Reference management programs are listed in the final section. 

 

+ Abstract, table of content, list of figures and tables: BSc and MSc theses need to have a table 

of contents that shows the structure of the report in a meaningful way. A TOC is not 

required for project reports. A list of figures and a list of tables are not mandatory. 

 BSc and MSc theses need an abstract of 1-2 pages in the language the thesis is written. 

An additional abstract in another language is optional. 

 

 

 

All the best for your work! 
 

 

https://www.citethisforme.com/guides
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Guidelines for reports and publications 
A good paper/report has the following features: 
I) Report sound, original and interesting research, 
II) Necessary documentation and clear presentation 
III) Fair credit to previous work 
IV) Proper credit to those who have contributed, either in the author list or in an 
acknowledgement 
 
A good paper/report has the following structure:  
Exceptions from this rule are possible, but the system below almost always works and 
should therefore be applied in most cases. Described by Julian M Allwood in personal 
communication in 2012 and amended by S.P. 
 
Abstract: Problem and research gap statement, methods, main results and discussion 
items.  
1. Introduction: (a) what is the problem and who cares? (b) what's been done in this area 
before? (c) why is previous work inadequate - what's the gap in knowledge that this 
paper addresses, what specific question(s) do we need to answer? 
2. Methodology: exactly how have we gone about trying to fill the gap/finding an answer 
to this question(s)? If we had to make methodological choices, why was there a choice, 
and out of all the possible options, why was the choice we made the best one? In the 
supplementary information, there should be enough of the boring details that if someone 
elsewhere wants to recreate our results, they can do so as exactly as possible. 
3. What results did our work, using the methodology of 2, provide in answer to the 
question(s) posed in 1? What are the main features of these results - ie what's big, what's 
small, and what stands out? The results section should have no opinions - and be purely 
evidence. 
4. Discussion: How would a neutral, and slightly sceptical observer, evaluate our results? 
Have we completely filled the knowledge gap and fully answered the question(s) of 1? 
(I've never seen a paper achieve this.) If we didn't create a perfect answer, what features 
of our results are of most benefit, and given that we didn't provide a perfect answer, can 
we now revisit the question(s) from 1 to act as a guide to future researchers?  Did we 
learn anything by accident that applies elsewhere? 
Conclusion: Briefly, what are the broad implications of the research presented? No 
extensive summary of the work, no new references, no new details. 
Depending on the setup, it is possible to merge sections 3 and 4 into a combined results 

and discussion section. 

 

Some more general tips for what characterises a publishable article and how to 
overcome the imposter syndrome: 
https://www.insidehighered.com/advice/2019/07/18/how-write-publishable-journal-
article-opinion 
 

 

https://www.insidehighered.com/advice/2019/07/18/how-write-publishable-journal-article-opinion
https://www.insidehighered.com/advice/2019/07/18/how-write-publishable-journal-article-opinion
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How to document the use of large language models for 

research and writing 
 

General: 
 

A scientific text either contains your own thoughts, ideas, results, and elaborations or a 

reference to /summary of/rephrasing of somebody else‘s thoughts, ideas, results, and 

elaborations. In the latter case, a citation or quotation (for verbatim copies of text 

sections) must always be provided. Else, it‘s a wrongful appropriation of somebody else‘s 

work and constitutes scientific misconduct. 
 

Hence, the use of the output of large language models (‚AI‘) in your own writing is possible, 

as long as the contribution of the LLM is property cited/acknowledged.  
 

Because the output of LLMs is generated on the spot, a product of a stochastic process, 

and not available in traceable publications, the use of such tools must be documented in 

the methods section or the appendix of your work/report, so that the material/ideas etc. 

that you took from this output can be reproduced. 
 

Exception: Use of LLM to improve language and grammar with no additions to / 

modifications of content and meaning of the text. 
 

As with all academic texts, the reviewers (professors) will evaluate the quality and 

originality of the author‘s own elaborations on top of what was taken from other sources, 

including LLM-generated content. 

 

Which LLM to use and how: 
 

Please use the Uni‘s own platform, Open WebUI, to have preconfigured reply formats 

and avoid data leakage. 
 

Here, the model „MistralAI“ provides the most comprehensive answers to questions, that 

are largely correct and that can be linked to valid references upon request. 
 

Simple calculations can be performed as well, results need to be checked for correctness. 

LLMs are no proper calculation tools! 
 

Any additional generated material (text, code, calculations) must be duly verified before 

being used. 
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Documentation: 

The ‘LLM section’ of your methods chapter or appendix must include the following, if 

applicable: 
 

Use of large language models 

All LLM/AI-supported writing, analysis, and programming that directly led to content 

(thoughts, ideas, results, and elaborations) used in this work is documented here. The list 

below includes 

• the name of the tools/products used and their version number 

• the prompts used by the author (as verbatim copies)  

• a description of the range of functions of these tools used 

• a description of exactly how the results of these tools were used in this work. 

[ … provide the relevant info here … ] 
 

On top of that, any additional generated material (text, code, calculations) must be duly 

verified before being used. To certify the correct use of the LLM-generated text or 

computer code, the statement below (second part of the mandatory declaration of 

independent work) must be provided, if applicable. 

 

Mandatory declaration of independent work, must be inserted at the end of your 

thesis/term paper  

 

I hereby declare that I have prepared and completed the present work independently 

and without unauthorized outside assistance, have used no sources or aids other than 

those specified, and have identified as such any passages taken verbatim or in substance 

from the sources and aids used. 

 

I have quality-checked and edited rephrased text and computer code created with the 

LLM-based tools listed above before using this material in this report. I remain solely 

responsible for the scientific content and correctness of this work, including the scientific 

writing and the computer code.  [delete parts of text that do not apply] 

 

_______________________                                          

Place, date 

 

_______________________ 

Signature 
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The industrial ecology scientific writing quick fix table 
 

So, you’ve written up a great research piece and want the world to know about it. Great! Please 

be mindful of your readers and make your work accessible and understandable to them. 

Therefore: everyone, wherever you are and whatever you do: Before you submit/publish 

something in quantitative industrial ecology and socio-metabolic research, please make the 

following checks: 

• Introduction: Cite major established findings (e.g., on energy use, climate change, 

resource use) from authoritative sources, reviews, and synthesis reports, such as the 

IPCC, IPBES, IEA, or the UNEP-IRP, not from individual papers. 

• Methods: When using different colors in system diagrams, schematic drawings, and 

figures: If the meaning of the different colors is not completely obvious, explain the color 

coding in the figure’s legend or caption! 

• Methods and overall consistency: Check that your system definition/system boundary 

and choice of indicators matches your research question. Adapt your system definition to 

the different research questions if needed! Check that your display of results is done in a 

way that directly addresses the research question(s)! 

• System definitions: In a proper MFA diagram, the trio material/region/time frame is 

always displayed. This also applies to process diagrams (box-flow drawings) of unit 

processes in LCA. 

• Data and results: Table captions are placed above the table, figure captions below the 

figure. 

• Results: Plausibility-check the correct order of magnitude of all reported indicators 

(compare with national total production, waste flows, stocks, GHG, etc.) 

• Results: In plots: Each axis is labelled with an indicator and a unit. 

• Plots: Consider accessibility: try to use colors in a way that won’t create problems for the 

many readers with some form of color blindness (for a good discussion and design 

suggestions).2 

• Results: Link your numerical results to your system definition: E.g., “Fig. 4a reports the 

scenario results for flow F_6_7 (final consumption), Fig. 4b the GHG emissions of the use 

phase (scope 1, F_7_0).” 

• Proper rounding of numerical results: if no error range is given, round to 2-3 significant 

digits. If you have an error range, round main result to the same precision as the error 

value rounded up to 1 or 2 digits precision. 

• For time-dependent results: Always make clear (in text, indicator label, and unit) whether 

you report annual (for which year?) or cumulative (for which time range?) values. Annual 

values come as amount/yr, cumulative values as amount. 

                                                 
2 See http://www.somersault1824.com/tips-for-designing-scientific-figures-for-color-blind-readers/  

http://www.somersault1824.com/tips-for-designing-scientific-figures-for-color-blind-readers/
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•  General: Check all instances where you report changes (absolute or in %): Is the 

reference value clear? (E.g., “Indicator x improved by 5%. -> 5 % compared to what?) 

• Check that you use % when you report a relative change of a value in any unit and pp 

(percentage points) when you report an absolute change of a % value.  

• Writing: Unless you apply statistical significance tests: Replace ‘significant’ by ‘substantial’ 

or simply ‘large’, and, even better, provide concrete numbers (your results or from the 

literature) instead of writing ‘substantial’. So, based on your own findings, the readers 

can judge by themselves about the magnitude of your results. The same holds for 

phrases such as ‘relatively limited’, ‘important’, or ‘major’. 

• Writing: We are generally flexible regarding which tense the text should be written in. 

But please be consistent, at least within each chapter (introduction, methods, results, 

discussion). 

• Writing: Avoid subjective wording: reviewers will often object to words/phrases like 

“unprecedented”, “paradigm shift”, “amazing”, “dramatic”, and “remarkable”. Best to 

present your results, and let the readers make up their minds about the magnitude of 

the advance. 

• Chemical formulae: It’s CO2 and H2O etc. and NEVER CO2 or H2O! 

• When including web links directly in the text, please provide them as footnotes,3 and not 
directly in the text, like this (https://is4ie.org/). 

 

                                                 
3 https://is4ie.org/  

https://is4ie.org/
https://is4ie.org/
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Guidelines for email communication 
 

Outside of the classes, I can be reached via email via stefan.pauliuk@indecol.uni-freiburg.de  

 

First, why (still) email? Mind that most researchers and teachers literally have hundreds of 

processes to take care of and coordinate at any given time. Your request will be the 86th 

or maybe the 163rd issue they will have on their mind, and (sorry!) usually does 

objectively not rank very high in terms of importance and urgency. Managing all of that is 

only possible if they determine when to focus on what. Emails are the perfect tool for 

that, because they are fast and concise but still allow the recipient to control when to 

engage with the content. Plus, that there is a huge mental and practical benefit of 

bundling communication in as few channels as possible, and if 95% of all written 

communication is bundled on one platform, that’s just great. 

 

There is an unwritten rule that emails should be answered within 48 hours, but often, that is just 

not possible given the workload and sheer number of requests. Anyway, some patience 

on the sender’s side is needed. If one cannot reply within 48 hours, it is good practice to 

either post an auto-reply in such situation (stating that responses are delayed due to 

whatever reason), or individually reply with a copy-pasted message stating the same. 

Often, I ask my co-workers to reply on my behalf to speed things up. 

 

Emails are polite, decently formatted, and concise. They start with “Hello Professor Pauliuk” or 

sth. similar and end with “With best regards” or sth. similar. Students, if I don’t know you 

well, please state which program (BSc xyz or MSC abc) and which semester you are in. 

For requests around exams and other stuff that is likely to involve the examination office 

at some point, please also state your matriculation number. Requests for bachelor and 

master thesis supervision (first or second supervisor) need to include the following: (1) 

your MSc/BSc program and major, (2) your interest (focus area, sub-topics, case study, 

connection to a topic that we have announced, thesis proposal draft if already available, 

…), (3) which relevant course(s) you have taken already, and (4) the indended time frame 

for your thesis. 

 

Be mindful of other peoples’ time when asking them for help. Check the available info material 

first and ask specific rather than general questions. See also the “Phrases that should not 

be used in emails” below. 

 

If you need to attach files to an email, please send as few files as possible and make sure that 

they are as small as reasonably possible. Several small pdfs shall be merged into a single 

mailto:stefan.pauliuk@indecol.uni-freiburg.de
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pdf first and then sent. Nobody likes to receive an email with eight attachments of 3 MB 

each. 

 

If your request includes a due date, like for letters of recommendation, please mention it in the 

email! 

 

For request related to letters of recommendation, please always include the following 

information: 

• The due date of the letter submission 

• The format: Is it a pdf with our group’s letterhead, a template, or an online form? 

• 2-3 paragraphs with key content that you would like to see in there for us to 

use/adapt/rephrase 

• The address/salutation: “Dear Madam, dear Sir“, „Dear Members of the xxx Committee”, 

“To whom it may concern” etc. 

 

Phrases that should not be used in emails - The following email formulations regularly annoy me: 

• "Please advise" - sounds like you're too lazy to think by yourself. Better "From 

what I have understood, it's like this and that. Does that make sense?" Comes 

across as more engaged and less demanding. And, actually, many 'please advise' 

requests can be figured out by yourself by just investing 5 more minutes of your 

time or by doing sth. else for an hour and then revisit the problem. 

• "Thank you in advance" - comes across as too demanding. You can thank 

someone once you've received something, or are you too busy to do that? To 

communicate importance and evoke commitment, you can write "I am looking 

forward to your reply" or simply "What do you think?" or, if it is really urgent: "I 

am waiting for your reply." But the latter only if you have a reason to put pressure 

on another person, i.e., not for unsolicited requests. It's your and not somebody 

else's problem if you contact them only two days ahead of a due date. 

• "Deadline" sounds like we are in a war zone. Use 'due date' or sth else less 

martial. 
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Further reading 
 

Next to the general rules of good scientific conduct, the following guidelines apply for 

Industrial Ecology Research in general: 

https://www.industrialecology.uni-

freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf 

This material also contains recommendation about the report/thesis structure and the 

writing style, and is mandatory reading for all thesis students in our group. 

 

Good scientific practice: 
  

+ Guidelines of the University of Freiburg 

https://uni-freiburg.de/forschung/redlichkeit-in-der-wissenschaft/ 

+ Guidelines of the German Research Council 

https://www.dfg.de/foerderung/grundlagen_rahmenbedingungen/gwp/ 

+ Guidelines of the International Society for Industrial Ecology 

https://is4ie.org/data  

 

Citation styles and reference management: 
 

+ Guide to citation styles 

https://www.citethisforme.com/guides  

+ Zotero citation manager 

https://www.zotero.org/  

+ Bibtex citation style 

http://www.bibtex.org/  

 

Guides to scientific work on the BSc and MSc thesis level: 

 

Jürgen Huss: “Schreiben und Präsentieren in den angewandten Naturwissenschaften“. Verlag 

Kessel, 2015. ISBN: 978-3-941300-94-1. Erhältlich für 10 Euro im Sekretariat Waldbau 

http://www.sciencebuddies.org/science-fair-projects/top_science-

fair_finding_scientific_papers.shtml  

 

Guides to scientific writing: 

 

https://www.e-education.psu.edu/styleforstudents/c10_p6.html  

Jürgen Huss (2015, reference above). 

https://www.butte.edu/departments/cas/tipsheets/style_purpose_strategy/writing_clearly.html  

 

https://www.industrialecology.uni-freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf
https://www.industrialecology.uni-freiburg.de/Content/IEooc_Methods_Good_Scientific_Practice.pdf
https://uni-freiburg.de/forschung/redlichkeit-in-der-wissenschaft/
https://www.dfg.de/foerderung/grundlagen_rahmenbedingungen/gwp/
https://is4ie.org/data
https://www.citethisforme.com/guides
https://www.zotero.org/
http://www.bibtex.org/
http://www.sciencebuddies.org/science-fair-projects/top_science-fair_finding_scientific_papers.shtml
http://www.sciencebuddies.org/science-fair-projects/top_science-fair_finding_scientific_papers.shtml
https://www.e-education.psu.edu/styleforstudents/c10_p6.html
https://www.butte.edu/departments/cas/tipsheets/style_purpose_strategy/writing_clearly.html

